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Course Objectives

m Upon completion of this course, you will be
able to:

— Explain the roles used in the Grievance Tracking
System

— Perform the required steps to administer a
Grievance within the Grievance Tracking System

— Track, report, and analyze grievance data
— Take away all grievance resource materials
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Housekeeping

WSD Personne I

1500 Jefferson Building Training Center logistics
Cell phones on vibrate/silent

Respect course start/end break times

Actively participate in activities

Share experiences and ideas

Maintain focus and avoid side conversations

Do not check your e-mail or otherwise use the web
unless we are on a designated break



Agenda

m Introductions

-~ Name, Agency, and your experience with HRMS Grievance or
collective bargaining grievance procedures

m Terminology and Roles within Grievance Tracking
m Create and Manage a Grievance

— Basic functions to more complex
— Group grievances

m Generate Reports and Analyze Data

m Summary and Wrap up



Training Materials and Tools

m PowerPoint: Designed to introduce to you basic
Grievance terms and concepts and teach you how to
use the Grievance Tracking System.

m Reports Job Aid: Designed to provide end users with
reference material so they may quickly access
relevant HRMS information.

m Activity Guide: Designed to walk you through the
exercises you will perform in the Grievance Tracking
System today, including all user specific data.

m Glossary: Designed for you to use as a reference.
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What is a Grievance?

m As defined in Collective Bargaining Agreements.

-~ For example, the WFSE Agreement defines a grievance as
“an allegation by an employee or group of employees that
there has been a violation, misapplication, or
misinterpretation” of the contract.

m The Grievance Tracking System is only used to track
Issues technically defined as a grievance in
accordance with collective bargaining agreements.
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Grievance Tracking System

m A system designed specifically for the
State of Washington to track grievances
filed by union-represented employees.

B HRMS [Human Resource Management System]
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Grievance Roles - Agency

m Roles determine the data a person can
access, display, and change in the Grievance
Tracking system

m The following agency roles are used in the
Grievance Tracking System:

— Agency Grievance Administrator
- Agency Grievance Inquirer
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Grievance Roles - Centralized

m Centralized roles are assigned to the Labor Relations
Division (LRD) and Department of Enterprise Services
(DES) on behalf of assigned small agencies.

m LRD and DES use the following Centralized roles in
the Grievance Tracking System:

— Central Grievance Administrator
- DES Small Agency Assistance

HR 9
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Grievance Roles - Summary

m Agency Grievance Administrator

— Has full access to “own” Agency Grievance data

m Agency Grievance Inquirer

— Has read access and may run reports for “own” Agency
Grievance data

m Central Grievance Administrator
- Has Statewide access to Grievance Tracking System

m DES Small Agency Assistance

— Has full access only for agencies assigned DES small agency
assistance in the Grievance Tracking System

HR 10
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Grievance Training
Walk Through Activity

Logging into HRMS HCM
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T abs & Drop-downs

Tab

Scroll

A

" Labor Relations

al 11 [0

Drop-down
list of tabs

/

Infotype text [e.] || Period ~
[abo Relations || @rers
- From | |To | |
- O Today O Currweek
(n Qall O Current month
k= O From curr.date O Lastweek
i ¢ O To Current Date O Last month
b ||| O Current Period O Current Year
s [<I}] [= Choose |
E} -
Direct selection
Infotype et |

rd

Basic Personal Data
Payroll

Benefits

Time Recording
Addtl. Personal Data
Planning Data

v Lahor Relations

Payroll ResultsiTaxes
Deductions
Reg CummiBenefit Cumm

.
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Creating a Grievance

MName

Fersonnel no.
CR 12453 Single EIN DOT Test OO268716
Fersérea [4050 Deptof Transportation
PSubarea [B8J5) Highway Mntnce

-/ Addtl. Personal Data . Planning Data 4

EEGroup | 8| Permanent
EESubgroup |B8| M-OT Elig=40hrswk

Labor Relations

Payroll Results/a... |1, [{J[*][Z]

Status  Active

Infotype text [E.] || Perioa
Labor Relations | | @ Period
: From To
|| O Today O Currweek
| O Al O Current month
| O From curr.date O Lastweek
. (O To Current Date (O Last month
| ||| O Current Period O Current Year
- [+l [= Choose |
[]
Direct selection |
Infotype STy

Once the employee is identified,
the current employee information
will automatically populate.
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Creating a Grievance

Personnel no. |262716 |

Mame |CR 12453 Zingle EIN DOT Test OB262716 |

Persérea |4050| Dept of Transportation EEGroup. Permanent
PSubarea

0EJ5| Highway Mntnce EESubgroup . M-OT Elig=40hrsiwk  Status Active

-/ Addtl. Personal Data , Planning Data gNELHGEETIEMM  Payroll ResulisiTa... | 1 [+][][E

Infotype text [E.] [ Period
______ bor Relations! ]| | @ Period
"_ From | |T0 |
/ O Today O Currweek
O Al 2 Current month
SeIeCt Labor ) From curr.date O Lastweek
RE'&tIOnS OTo CurrentFJate O Last month
||| O current Period O Current Year
L [«] |E Choose I
[~]
Direct selection
Infotype | 5Ty |

WSD Personnel
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Creating a Grievance

JH e SHE N

& o
72 Maintain HR Master Data
ol el e

Personnel no. |EEB?1E

|%

Mame |EF! 12453 Single EIN DOT T

PershArea |4EISEI| Dept of Transportation

Create Ersnn

fEl Search Term

5l Free search

Collective search help

PSubarea |EIEIJS| Highway Mntnce EESI

| Infatype text

WSD Personnel
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Creating a Grievance - Dates

Personnel Ma. 268716 Marme CR 12453 &ingle EIN DOT Test OO268716
Persérea (4050 Deptof Transportation EEGroup |@| Permanent
PSubarea |B0J5| Highway Mntnce EESubagroup |B6| M-OT Elig=40hrsfwk  Status  Active
Start 18/26/ 2009 TD 12/31/9999
Tracking , Contacts , Aticlelnfo1 |, Aricleinfo2  Ariclel.. |, *[[g]
Date Filed 4_.'E1
Stal’t Date mUSt =revance Number e
match Date Filed on |
Orig Agency [+
F|rst Step pl Reasons | Orig Pers Area &
Orig BU I
[JGroup Grievance
Entire BU Griev. Other Griev Mum
Other Incorp Griev Cost

Group Griev Pers #s

Responder
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Creating a Grievance, Grievance Info

Personnel Mo. 268716 Mame CR 12453 Single EIN DOT Test Q0262716
Persdrea [4050| Deptof Transportation EEGroup || Permanent

PSubarea |BEJE Highway Mntnce EESubgroup |06 M-OT Elig=40hrsfwk  Status  Active
Start 19."2532IIIBEITD 12/31/90899

- JCTETITI Tracking | Contacls | Atticlelnfo 1 Articleinfo2 | Atticlel.. ||, []'g

Required Fields must
be complete prior to
moving on.

Subtype [+ Date Filed [+ <4—
Discipline Type Grievance Mumber £
Discipline Reason
Add Discpl Reasons Qrig Agency [+

|# Discpl Reasons Orig Pers Area K

Orig BU [

[]&roup Grievance
Entire BU Griev. Other Griev Mum
Other Incorp Griev C

to complete for a
Group Grievance.

Group Griev Pers #s

=p Pers#s |

Information required

Responder
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Create a Grievance - Subtype

m Subtype

— Issue
— Disciplinary

[ Grievance Subtype (1) 2 Entries f..[] & |/

[ EE ] )
Subty... “|Subtype Descripti...

01 lssue
0z Disciplinary

v |

| 2 Entries found
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Create a Grievance

m Discipline Type

I_[I? Discipline Type (1) 6 Entries f.. [ (]

Restrictions

-
BO0OEBER

Discipline | Disc Type Descr |

01
02
03
04
05
06

Oral Reprimand
Written Reprimand
Reduction in Pay
Suspension
Demotion
Discharge

6 Entries found

m Discipline Reason

i_[:v Discipline Reason (1) 25 Entries found EE <

=
BEORREEEE

DiscReasonlDiscipIine Reason Descripti... '|

01 Abandonment (4]
0z Abuse of ClientResident/Puhlic E]
03 Abuse of Co-woarker i
04 Attendance

05 Conflict of Interest

06 Criminal

o7 Digcrimination

08 Drugs & Alcohol

09 Harassment

10 Inappropriate Behavior

11 Incompetence

12 Insubordination

13 Misuse of Leave

14 Misuse of State Resources e
15 MNeglect of Duty

16 Off-Duty Conduct

25 Other

17 Poor Performance

18 Sexual Harassment

25 Entries found

o]
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Create a Grievance

Persannel Ma. 268716 Mame CR 12453 Single EIN DOT Test DR268716
PersArea 4050 Deptof Transportation EEGroup |8| Permanent
PSubarea [BEJS| Highway Mntnce EESubgroup |96 M-OT Elig=40hrsiwk  Status  Active
Start 10/26/2008] To  [12/31/9093
Additional Discipline Reason
_ METTETT Tracking | Contacts , Atcigfol__ :
Subtype [z Date Filed [+
Discipline Type n2 Grievance Murnber 1
Discipline Reason 10 %dditional Discipline Reason (1) 25 Entries found =
Add.Discpl Reasons
=
| N
(] Group Srievance |¢IEIMI%IE|I IEAEH
. Add Reason1Addiﬁonal Discipline Reason T... I
Respondel‘ - th|S " 01 Abandonment [«]
1 71 H H 0z Abuse of ClientResident'Public
individual is responsible = =
. 03 Abuse of Co-warker
for responding to each " 04 Attendance
2 05 Conflict of Interest
step of the Grievance. EXp o
o7 Discrimination
Responder 08 Drugs & Alcohol
09 Haraszment
10 Inappropriate Behaviar
11 Incompetence
12 Insubordination
13 Mizsnse nfl paue

WSD Personnel



WSD Personnel

Create a Grievance

Personnel Mo. 268716

MName

|I3R 12453 Single EIN DOT Test 00268716

PersArea |4050) Dept of Transportation
PSubarea |BOJE| Highway Mntnce

EEGroup . Permanent

EESubgroup 06| M-OT Elig=40hrsiwk  Status  Active

Complete Date Filed field

Stant 10/267/2000) To 1213178999
- METEIEIE, Tracking | Contacts | AtticleInfo1 . ArticleInfo2  Articlel..
Subtype [z Date Filed !F‘é
Discipline Type |ﬁ| Grievance Mumber IIL’—|
Discipline Reason lﬁ'
Add.Discpl Reasons ﬁ@ Orig Agency IE.’_‘
= Discpl Reasons Crig Pers Area IIL/_‘
Orig BU = |
[ Group Grievance
Entire BL Grigv. Other Griev Mum |—|
Other Incorp Griev Cost |

Group Griev Pers #s

=p Griev#s

| uj

Responder

= Pers#s |
[ ]

| prior to going further
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WSD Personnel

Create a Grievance

Personnel Ma. 268716

PSubarea |B8J3| Highway Mntnce
Start 10/26/2000) To

Mame |CR 12453 5ingle EIN DOT Test 00268716

PersArea |4050| Dept of Transportation

EEGroup . Permanent
EESubgroup 06| 11-OT Elig=40hrsiwk  Status  Active

1273179999

- MEEEET Tracking | Contacts | Aticlelnfo 1 ArticleInfo2 | Articlel.. [, [+]F

Subtype 02|
Discipline Type

Add.Discpl Reasons

Date Filed 1|3."25."2I3EIEI||5'
Grigvance Mumber [ |

Orig Agency

02|
Discipline Reason Iﬁ'
12|

=

[] Eroup Grievance
Entire BL Griev.

=
Discpl Reasons Orig Pers Area [
=

Orig BU

—

\

Enter Grievance Number

Other Griev Mum

Other Incorp Griev

| Cost

Group Griev Pers #s

= Griev#s

Responder

EAE

= Pers#s
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Create a Grievance

Personnel Mo. 268716

Mame

|I3R 12453 Single EIN DOT Test 00268716

PSubarea |BOJS| Highway Mntnce
Start 10/26/2009( To

PersArea 4050 Dept of Transportation

EEGroup . Permanent

EESubaroup 06| M-OT Elig=40hrshwk  Status  Active

12/31/9089

Tracking . Contacts  Aricleinfo1 . Aticlelnfo2  Ariclel. || [*[/g

Subtype 02| Date Filed 10/26/2009
Discipline Type 02| Grievance Number | TEST-DOT-2010-. | Oria Agenc
Discipline Reason WI g g y
Add.Discpl Reasaons ﬁ' Qrig Agency [+
_Iﬂ Disl= original Business Area (1) 119 Entries found [
[]Group Grievance
Entire BLI Griev.
Other Incorp Griev |V¥IBIDI|HI|HIEI |9|El|||ﬁ|
=p Grif BusA | Description
0110 House of Representatives [+]
Group Griev Pers #s 0120  State Senate @
= Pe 0130 Joint Transportation Comm
0140 Joint Leg Audit and review Com
0150 Leg Transportation Committee
Responder
. 0200 LegEval & Account Prog Comm
0350 Office of State Actuary
0380 JointLeg Systems Committee
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Create

a Grievance

Personnel Mo. 268716 Mame |I3Ft 12453 Single EIN DOT Test 00268716

Fersarea -4-E|5EI Dept of Transportation EEGrnup. Permanent
PSubarea |BEJ3| Highway Mntnce EESubgroup . M-OT Elig=40hrsfwk  Status  Active
Start 18/26/2009) To 12/31/9999

Tracking , Contacts . Ariclelnfo1 . Adicleinfo2 | Ariclel. |, */[g

Subtype 02| Date Filed 10/26/2009
Discipline Type 02| Grievance Mumber | TEST-DOT-2010-.. |
Discipline Reason W
Add Discpl Reasons |12 Orig Agency |4050| Ong Pers Area
=p Discpl Reasons | Orig Pers Area = |
Il:l:’ Original Personnel Area (1) 185 Entries found =
[] Group Grievance
Entire BL Griev. - =
Other Incorp Griev
" r AONNEEBEEEE
| PA “|Personnel Area Text | cocd |cGrpg]
Group Griev Pers #s || 0110 House of Representatives Wa01 10 [«]
:i 0120 Senate WaAO1 10 E
— 0130 Joint Transportation Comm WaAOD1 10
0140 Joint Leg AuditRev Comm WaAO1 10
Responder o200 LEAP Commitiee WAO1 10
0350 Office of State Actuary WAD1T 10
0380 Joint Legislative Sys Co WaAO1 10
0400 Perm Statute | aw Comm WA 10
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WSD Personnel

Create a Grievance

Personnel Mo. 268716 Mame

|CR 12453 5ingle EIN DOT Test 00268716

Persérea |4058| Dept of Transportation
PSubarea | B0J%| Highway Mntnce

Start 10/26/2008| To

EEGroup . FPermanent

EESubgroup 06| M-OT Elig=40hrsiwk  Status  Active
12/31/3999

Tracking . Contacts . Aficleinfo1 | Ariclelnfo2 | Adiclel.. |, [*|'g

Subtype

5

Discipline Type

Discipline Reason

Add Discpl Reasons

[ Group Grievance
Entire BU Griev.

Date Filed
Grievance Murnber

18/26/2089
\TEST-DOT-2010-.. |

Crig Agency [50

.

B
70|
2]
=

Discpl Reasans I

.

Crig Pers Area a50

Other Incorp Griev

Orig BU &

EY

Orig BU

III?OriginaIPersnnnelSubaream} 9 Entries found  [=] [#]

Group Griev Pers #s

=
% G

rievits |

]
= Pers#s |
[ ]

_
AL I 1 ) 2 ) =T

Personnel area: 4050
Personnel Area Text: Dept of Transpaortation

PSubarea | P.subarea text |
Responder 0001 Maon Represented

ooz WMS

0oo3 Exempt

00J5 Agencywide

nn s Hinhwiav Mnotnee

25



Create a Group Grievance

Personnel Mo. 268718

Marme CR 12453 Single EIN DOT Test OB8268716

PersArea |4050| Dept of Transportation

PSubarea |BOJS| Highway Mntnce

EEGroup |B| Permanent
EESubgroup [B6| M-OT Elig=40hrsiwk  Status  Active

Check Group
Grievance box

Entire BU <
Grievance

Start 10/26/2009| To 12/31/99849
Tracking . Contacts , Articlelnfo1  Adiclelnfo2 | Ardicel.. |, [t['g
Subtype B2 Date Filed 10/26/2009
cipline Type B2 Grievance Mumber TEST-DOT-2010-..
cipline Reason 10
Discpl Reasaons 12 Orig Agency 4050
|4 Discpl Reasons Orig Pers Area 4050
Orig BU paJs[s)
Group Grievance
Entire BU Grigv. Other Griev Mum
Other Incorp Griev Cost

Group Griev Pers #s

Grievance

Other Incorporated

onder

Group Grievance

-«

Personnel Numbers

WSD Personnel
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WSD Personnel

Create

a Grievance

Personnel Ma. 268716

Mame |CR 12453 Single EIN DOT Test 00263716

PersiArea |4058| Dept of Transportation
PSubarea [B0J5| Highway Mntnce

EEGroup . Fermanent
EESubgroup [08] M-OT Elig=40hrsiwk  Status  Active

Respander

Start 10/26/2609) To 12/31/99490
 MEEETTTY) Tracking | Contacts | Ariclelnfo1 | Aticelnfo2 | Aticlel.. ||, ]
Subtype |ﬁ| Date Filed 10/26/2009
Discipline Type |ﬁ| Grievance Mumber ’m‘
Discipline Reason Iﬁ'
Add.Discpl Reasons ﬁ' Orig Agency w
= Discpl Reasons QOrig Pers Area w
Orig BU DEIJSI&':I
[]Group Grievance
Entire BU Griev. |—| Other Griev Num
Other Incorp Griev ] Cost | A
=p Griev#s | T
Group Griev Pers #s —‘
=p Pers#s |

[ ]

Other Grievance
Number

N

Cost (OFM
use only)
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Create a Grievance - Tracking

Personnel Mo. 268716 Mame [CR 12453 Single EIN DOT Test 00268716
PersArea [4058| Dept of Transportation EEGroup . Permanent

PSubarea - Highway Mntnce  EESubgroup . M-OT Elig=40hrsiwk  Status  Active
Start 10/26/2009] To  [12/31/9999

g TTTEB cContacts | Ariclelnfo1 |, Ariclelnfo2 | Aicel. ||, [*]'g

Grievance Status | Iﬁ'] OFM Mumber
Step £ []Time Extension

Close Reason |_| Close Date
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Create a Grievance - Tracking

Personnel Mo. 268716 Mame CR 12453 5ingle EIN DOT Test DOZ6B716

PersArea 40508 Dept of Transportation EEGroup |8 Permanent

PSubarea |B0J5| Highway Mntnce EESubgroup |26 M-OT Elig=40hrsfwk  Status  Active
Start 10/26/2008| To 12/31/99099

Tracking Contacts i Aricle Info 1

. AticeInfo2  Ariclel.. ||, [+
Grievance Status [+ OFM Mumber
Step & [JTime Extension
Close Reason Close Date

Il:l:’ Grievance Status (1) 4 Entries found [=]

Grievance Status
=
EONREREEIF * Open

Grv stat... | Grv stat...|

o1 Open C C|Osed

0z Closed

03 Fending =

04 Bypass ® Pendlﬂg
4 Entries found i7/

- Bypass
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Create a Grievance - Tracking

Grievance Info TSRV Contacts  Aticlelnfo 1 Adiclelnfo 2 Adticlel. [, < ]’

Grievance Status
Step
Close Reason

OFM Numhber

[JTime Extension

Close Date

Il:Ij Grievance Step (1) 149 Entries found

WSD Personnel

E 1 EE E =

Grv st... ‘|Grievance Step

Th Step 1 Meeting
1R Step 1 Response
2M Step 2 Meeting
2R Step 2 Response
M Step 3 Meeting
IR Step 3 Response

ADR M Alternative Dispute Resolution Meet

ADRR Alternative Dispute Resolution Resp

Al Arbitration Meeting

AR Arbitration Response

MED Mediation

PARMM  Pre-Arhbitration Meeting

FARMR  Pre-Arhitration Response

P il FPanel Meeting

PR Panel Response 30

14 Entries found
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Create a Grievance - Tracking

Personnel Na. 268716

PersArea 4030 Dept of Transportation
PSubarea |B0JS| Highway Mntnce

Mame

g Tracking Contacts

CR 12453 3ingle EIN DOT Test 00263716

i Article Infio 1

EEGroup |¥| Permanent

EESubgroup [28| M-OT Elig=40hrsiwk
Start 10/26/2009) To 12/31/9899

Status

, Aficleinfo2 , Ariclel.. [, */'g

Active

Grievance Status 1

Step fin

Close Reason

;

Close Reason

OFM Mumber
Time Extension
lose Date

[Time Extension

Il:l:’ Close Reason (1) 4 Entries found [=]

=

Close Rsn 1CIose Reason

EEOEEE R R
I

01 Withdrawn

02 Settled

03 Arbitration

04 Incorp into other grievan

4 OFM Number
>

<4+—— Close Date

4 Enfries found

I/
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Create a Grievance - Contacts

 Grievance Info , Tracking O CROMM  Atticle Info 1 AticleInfo2 | Aticlel... |1, < [][g]

HRC. f —

Appointing Authority [Z Can do both, must have one
AgencyLR Contact | «—

AGO

Arhitrator

Agency LROJOFM Rep

Shop Steward y “//' Can do both, must have one
Stafl Rep | |
LUnion Aftorney
Other |
=

WSD Personnel




Create a Grievance - Article Info 1

Grievance Info . Tracking Article Info 2 ODE
(5 Master Agreement (1) 19 Entries found [2] [ Article Name (1) 133 Entries found =
Master Agreement |D7|
Contract Year [+ | v | S
BECOEREEER | [=[@[E[E] [DE]
Article Name 7 ||5'| Master ... ‘| Master Agr | ArtNa... “[Article Description
ll:|7| 0 TR 01 Agency Personnel Policies [=]
Article Mumber iati
02 IFPTE L17 0z Awatm_n_lnsurance N |;|
03 Bargaining Agreement Training
0z SEIL 11949 .
. 04 T ‘ 04 Bid System
Subarticle Name | ea':”s &rs 05 Child Center - Lakeland Village B
Subarticle Number I FCw 08 Classification
08 WFSE o7 Compensation
I@Cnntract‘r’earﬁ} 4 Entries found [=] 1 P
WPEA 0a Cefense and Indemnification
WSPTA 09 Development Advancement
= W3SPLA 10 Discipline
FASPAA 1 Drug and Alcohol Free Workplace
ues Deduction
| s = =T IBU 12 Dues Deduct
Contract... | Contract.. MEBA Licensed 13 Duration
01 05-0F MEBA Unlicensed 14 Duty Stations
0z 07-09 Metal Trades 15 Employee Activity and Privacy
02 09-11 MME&P 16 Employee Assistance Program
04 11-13 MM&P Watch Supy 17 Employee quuested Transfers | |
: OPEIU s Em.ployee Rights [=]
4 Entries found “ I;ﬁ SEIU Local 6 19 Entire Agreement E‘
19 WAFWP [«][+]] [ |[«][+]
19 Entries found % 133 Entries found M

WSD Personnel



Create a Grievance - Article Info 1

Grievance Info . Tracking . Contacts @GTEENGERE  Adicle Info 2 Adicle .. [, (]

Master Agreement bE|WFSE

Cantract Year 61| 05-07
Aricle Marme a8 Management Rights
s Dz 33 4— Article Number is the actual Article

_ number from your Master Agreement.
Subarticle Mame \

Subarticle Nurmber Sub-article Name is not identified by
the Master Agreement #.

Sub-article Number, enter # per your
Master Agreement.

WSD Personnel



Notes

WSD Personnel

=

Infotype  Edit Goto Extras

System  Help

H) searcrren
{Hi Free search

T, i conass

Subtype

92| Disciplinary

(] Create @@ CHE oDhoao BE @
Change Copy Shift+F9 2)
[EN[2]L] petete ShiftrF2
| LofLﬂ'uiﬂlock Shift+F12 e |—|258T1E - |—E Select Edlt
Find by Wm F9 ﬁ ept of Transportation
<~ {#f Persq  Displayiex 00J3| Highwa EESubgroupy
fil C1  cancel F12 [her26/2008 [=)To

Maintain Text

Text (Enter your Notes)

Discipline Type

02| written Reprimand

Discipline Reason

Add.Discpl Reasons

[] Group Grievance
Entire BU Griev.

10| Inappropriate Behav

Grievance Mumber

|TEST-DOT-2010-.. |

4050| Department of ..

4050| Dept of Transp..

Other Incorp Griev

00J5| Highway Mntnce

12| Insubordination Orig Agency

=p Discpl Reasons Orig Pers Area
QOrig BU
Other Griev Mum
Cost

[ ]

Group Griev Pers #s

= Griev#s |
]

Responder

= Pers#s |

20003125 MURINKO, SHAWN
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Notes

=
Tahle Edit

Goto  Utilities Systemm Help

7 T | & ' - N AR Al
4 P | *'}‘_\" 1 Ud x ¢ ] o M
! : B N N 2 A =1

Enter notes here. ..

Remember to save your work!
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NOtes Notes icon, indicating

that a Note is present in

FPersonnel Mo. 268716 Mame CR 12453 Single EIN DOT Test DB2G8716 th|s record

Perstrea (4050 Dept of Transportation EEGroup |8 Permanent
PSubarea |BOJS| Highway Mntnce EESubgroup |B6| M-OT Elig=40hrsiwk  Status  Active /
Stant 10/26/2000 Tcl 12/31/9809 Chngd|10/27 /2009 | ANDYC 5

Tracking . Contacts . Article Info 1 Aticle Info2 . Article . RE
i i i i 11

Subtype 02| Disciplinary Date Filed 10/26/2009

Discipline Type 02 Written Reprimand Grievance Mumber TEST-DOT-2010-...

Discipline Reason 10| Inappropriate Behav

Add.Discpl Reasons 12| Insubordination Orig Agency 4050 Departrment of ..
|4 Discpl Reasons Orig Pers Area 4050 Dept of Transp ..

Orig BU BOJE| Highway Mntnce

[] Group Grievance

Entire BL Griev. Other Griev Mum

Other Incorp Griev Cost

Group Griev Pers #s

Responder 20008125 MURINKO, SHAWM

WSD Personnel



WSD Personnel

Grievance Training Exercise

Create a Grievance
Activity 1, Page 2
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Change a Grievance

Why Change a Grievance?

m Use the change icon ) to update a piece of
Information in a specific record.

m Once the record Is updated, it replaces the information
previously entered and becomes the record you see In

the system.

39
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Steps to Change a Grievance

WSD Personnel

Enter PA30 in the command field

In Maintain HR Master Data, enter employee
personnel number or search for it

“Enter” key will populate the employee’s personnel
record

Select the “Labor Relations” tab

Select “Overview” 2] to view all records and identify
the one you wish to change

40



Change a Grievance

=

HE masterdata Edit Goto Extras Ulilities Setftings System  Help

& DA EQ@a@d SHE aDL8 EE @b

7|3 Maintain HR Master Data

DllZlise] a2

|| Nam

Find by

fHl Collective search help PSUb:
(] Search Term

3 Select “Overview” to view
~ @ Person rersél all and identify the record
you wish to update

{Hl Free search

. Addtl. Personal Data . Planning Data 4

Labor Relations

~_—| indicates a

Group |2 Permanent
T Elig=40hrsfwk  Status  Active

Green check

Select Labor Relations |-

B E] | Pei Grievance exists

" |Labor Relations & @ Period
__ From To

(O Today O Curr.week

O Al (O Current month
|| From curr.date O Last week
|| (O To Current Date (O Last month
|| ||| ©current Period O Current Year
|| (<]} [= Choose I

[~]

Direct selection
Infotype Labor Relations 5Ty

WSD Personnel

41



Change a

Grievance

[P s =

Person
Rl Collective search help
fHl Search Term
(E] Free search

Personnel Mo. 268716 Mame CR 12453 Zingle EIN DOT Test QR26B716
PersArea |4050| Dept of Transportation EEGroup |8 Permanent
PSubarea [B8JS| Highway Mntnce EESubgroup |98 M-OT Elig=40hrsfwk  Status  Active
@8 Choose g1fe1/18008) To 12/31/89049 STy,
StartDate |EndDate  |G..|Di |Di [ad|ad]ad]ad]ad]Gr number |clEnti |Grp GrvNo
[0/26/2009: 12/31/9999 02 02 10 12 TEST-DOT-2010-01

Select record to change.

Click on the
“Change” button.

1 E

WSD Personnel
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Change a Grievance

Fersonnel Mo. 268716 Mame |[2R 12453 Single EIN DO

PersArea -4959 Dept of Transportation
PSubarea |00JS| Highway Mntnce  EESubgroup |06 M-0T Elig=4,
Start has26/2009[=)Te  [12/31/9998] ch

EEGroup . Ferma

Select Tab to update
“Contacts”

/

T T

Tracking . Contacts . Aticlelnfo! , Adiclelnfo2 . Ariclel.. ||, [*['Z

Subtype

Discipline Type

Discipline Reason

Add.Discpl Reasons

] Group Grievance
Entire BU Griev.

l@ Disciplinary Date Filed 10/26/ 2009

l@ Written Reprimand Grievance Mumber m

lﬁ' Inappropriate Behawv

ﬁ| Insubordination Qrig Agency lm Department of ..

= Discpl Reasons Orig Pers Area w Dept of Transp ..
Orig BU IM' Highway Mntnce

Other Griev Num

Other Incorp Griev

[ 1

Cost

Group Griev Pers #s

= Griev#s |
[ ]

Responder

= Pers #s |

20008125 MURINKO, SHAWN

WSD Personnel
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WSD Personnel

Change a Grievance

Contacts tab

A/

Grievance [nfo .l NEEP  Contacts Aricle [nfo 1 i Article [nfo 2

HRC

Appointing Authority
Agency LR Contact
AGD

Arbitrator

Agency LECIOFM Rep
Shop Steward

Staff Rep

Linion Attorney

Cither

A Aicle sy LM

40000275 | KOOMTE, JENMIFER
40000291 | BURGURNDY, RO

IEheehan, Jenny

Brookman, Debhie

=

Add assigned

General

Assistant Attorney
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Change a Grievance

@ AHe@a SDHB Do BE @@

List Labor Relations (9102)

7

Mame |CR 12453 Single EIN DOT Test 00263716

I |\| I I |||% I ﬁl Personnel MNo. 268716
Find by | PersArea |4058| Deptof Transportation
~ i Person PSubarea |08JS| Highway Mntnce

EEGroup @] Permanent

EESubgroup |96 W-OT Elig=40hrsiwk  Status  Active

K} collective search help
K} search Term
K] Free search

B choose  [B1/01/1800[F)To

[12/31/9999| STy.

Record Changed

StartDate  |EndDate  |G..|Di [Di [ad[ad[ad]2d]ad]Grv Number [clenti Jem Grvmo
| |ror26i2008 12/31/9999 02 02 110 12 TEST-DOT-2010-01 [+]
=]
[l
[
1[I (4[]
Entry [ 1]of 1

[& Record cnanged

WSD Personnel
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Change a Grievance

(] JH @@ CHE aDhLo BRE @

@2 Maintain HR Master Data

D2l @] 2]

[= & EE = [ 2] | personneino.  [268718 B
|IFind by || name  [CR 12453 Single EIN DOT Test 60265716 |
7 @ﬁ Person Persirea |4050] Dept of Transportation EEGroup . Permanent
fif} Colleciive search help PSubarea |B8J5| Highway Mntnce  EESubgroup (98] M-OT Elig=40hrsiwk  Status  Active

K} search Term
[H] Free search

.~ Addtl. Personal Data PlaIilgDaIa Payroll Resuitsima.. oy [+1>]2

[infotype text [E.] || [Period
Labor Relations W @ Period
B From | [To |
L QO Today QO currweek
L Qal O Current month
L ) From curr.date O Last week
L O To Current Date O Lastmonth
L O Current Period O Current Year
- 4]
[
Direct selection
Infotype Lahor Relations | sty[

“Record Changed”

message has cleared

WSD Personnel
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WSD Personnel

Grievance Training Exercise

Change a Grievance
Activity 2, Page 7
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Copy a Grievance

Why Copy a Grievance?

m Copy a grievance record to create additional records
and preserve the history of the Grievance.

m The only way all actions related to a grievance can be
tracked and easily displayed is by using the copy
function.

HR 48
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Steps to Copy a Grievance

WSD Personnel

Enter PA30 in the command field

In Maintain HR Master Data, enter employee
personnel number or search for it

“Enter” key will populate the employee’s personnel

record

Select the “Labor Relations” tab

Select “Overview”

to view all records and identify

the one you wish to copy

With the record you wish to copy highlighted, select

the copy function

N
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Copy a Grievance

=5

HR master data Edit Goto

CI ) L

Extras Ulilities Settings System Help

@z Maintain HR Master D
ol )

Select Overview

gEq > 4

I ||| I I ||’§‘Ovewiew (Shift+F8) |258?1E

Find by

MName CR 12453 Single EIN DOT Test BO268716 |

= {if Person

{H} Collective search help
{H} search Term
{H] Free search

PersArea |4050| Dept of Transportation

PSubarea |@0J%| Highway Mntnce EESubgroup . M-OT Elig=40hrsiwk  Status  Active

Addtl. Personal Data_, Planning Data 4

EEGroup l Permanent

Labor Relations

roll ResultsiTa.. oy [ID1E

Select Labor
Relations

Infotype text #Period
& @ Period

- From ‘ |Tc| ‘

|| O Today O Currweek
| CAl O Current month
| (C From curr. date O Lastweek
- (O To Current Date O Last month
L C Current Period O Current Year
= 2]

[=]
Direct selection
Infotype | 5TY|_|

WSD Personnel

ssvdbhrdecc | INS ‘
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Copy a Grievance

List Labor Relations (9102)

D2 i)

[ = | 2| | Personnet No. 268716 Name  [CR 12453 Single EIN DOT Test 09268716
Find by | PersArea |4850| Dept of Transportation EEGroup. Permanent
= PSubarea [08J5| Highway Mntince  EESubgroup [86] M-OT Elig=40hrsiwk  Status  Active
Copy the Record % Choose  |81/81/1808) To  [12/31/9999) STy,
o | [statDate [EndDate |c.|Di|Di[sd]ad]ad]ad]ad|Gre Mumber [clenti [arp GrvNo
10/26/2009: 11/08/2008 02 02 10 12 TEST-DOT-2010-01 =
""" =
Select the Record N
to copy. m
| [«]
[-]
K13 1D
WSD Personnel Entry - of 1
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Copy a Grievance

Copy Labor Relations (9102)

| B

12/31/9999 date

Personnel Mo 268716 MName CR 12453 . .
Find by | Persérea |46508) Dept of Transportation EE |nd|CateS the mOSt
= @ Pers area |B8JS| Highway Mntnce  EESubgroup EI% current Step |n the
H 4 Start date j——pfii/10/2008[FHTo  [12/31/9999 .
i Grievance.
(K] Free search
- MEEETEATY Tracking | Contacts | Aiclelnfo1 | AticlsInfo2 | Atticlel ||, [*'d
_____ Subtype 82| Disciplinary Date Filed 10/26/2009
Discipline Type B2 Written Reprimand Grievance Mumber TEST-DOT-2010-..
Discipline Reason 18| Inappropriate Behav
Add Discpl Reasons 12| Insubordination Orig Agency 4050| Department of .
|# Discpl Reasons Orig Pers Area 4050 Dept of Transp...
Orig BU B08JE| Highway Mntnce
[]Group Grievance
Entire BU Griev. Other Griev Mum
Other Incorp Griev Cost
Group Griev Pers #5
Update Responder —-r Responder 20005125 | MURINKO, SHAWN

WSD Personnel



Copy a Grievance

Copy Labor Relations (9102)

[ E)

Fersannel Mo. 268716 Mame |[:R 12453 Single EIN DOT Test 0026871
Find by PersArea (40508 Dept of Transportation EEGroup . FPermanent
= Sify Person 0J5| Highway Mnince EESubgrnuplﬁhﬂ—OT Elig=40hrsiwk  Status  Active

fHl Collective search helf TraCkmg 110/2008] To 12/31/9999

Rl Search Term
fHl Free search

Grievance Info RSTTEINL| Change “Step” Iuidemz . Aricle |

..... T IH' Ope Il:':’ Grievance Step (1) 15 Entries found

Step iy tep 1 Meeting

Close Reason |_| T
BB EIEEEE
Grv st... ‘lGﬁeurance Step I
M Step 1 Meeting

Select 1R —p! R Step 1 Response

2M Step 2 Meeting
2R Step 2 Response
1| Sten 3 Mestinn

WSD Personnel
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Copy a Grievance

Copy Labor Relations (9102)

| E S

Personnel Mo. 268716 Mame |CR 12453 Single EIN DOT Test 00263716

Find by |

Persérea |4050| Dept of Transportation

= {3 Person
[l Collective search help
[l Search Term
[H] Free search

PSubarea |QEJ5| Highway Mntnce

Start 11/10/2008| To 1273179998

Grievance Status

EEGroup . Fermanent

EESubgroup 06| M-OT Elig=40hrsiwk  Status  Active

PO Contacts . Ariclelnfo 1 . Adicelnfo2 . Adiclel. |, [#][g]

IH' Open 4/

Step

Step Changed

|

Close Reason

1R Iﬁ’h;ﬂ Meeting
|_|

Close Date
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Copy a Grievance

Change Labor Relations (9102)

= % Person
fE} cCollective search help
) Search Term
{E} Free search

PSubarea -EIEIJS Highway Mntnce
Start h1/1a/2009[=)To

& | =l Personnel No. | 268716 Name  [CR 12453 Single EIN DOT Test 00268716 |
Find by | Persarea |4050| Dept of Transportation EEGroup. Permanent

EESubgroup . M-OT Elig=40hrsfwk  Status  Active

12/31/9999) Chngd|10/30/2009] ANDYC

HRC [ ]

Appointing Autharity 199428741 LOVELESS, ROBERT

Agency LR Contact 20022726 BRICKLEY, JENNIFER

AGO |
Arbitrator |

Agency LROIOFM Rep

n

Shop Steward
Staff Rep |b0bbiﬁ, rebecca |
Union Attorney | |
Other

=

ODE

WSD Personnel
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WSD Personnel

Steps to Copy a Grievance

Change Labor Relations (9102)

]| E1

Personnel Ma. 268716 Mame |CR 12453 5ingle EIN DOT Test Q02623716 |
Find by PersaArea |4050| Dept of Transportation EEGroup . Permanent
d @ﬂ’ Person PSubarea -EID.JS Highway Mntnce EESubgroup . M-OT Elig=40hrsfwlk  Status  Active

fH} Collective search help
fHl Search Term
[E] Free search

Start 111/10/2009[=)To

112/31/9999|  Chngd|10/38/208@9| ANDYC |

Grievance Info | Tracking

( Contacis TTITEIL Adicieinio 2 Adicie iy [ P12

Master Agreement A6 | WFSE

Subarticle Mame

|_|
Subarticle Mumber Iﬁ|

Contract Year 83| 08-11
Article Mame lﬁ' Discipline
Article Mumber |ﬁ|
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Copy a Grievance

WSD Personnel

Free Searcn
" L. StartDate  |End Date  |G.JDi |Di |ad]ad]ad]d]Ad]Grv Number [clEnt [Grp Grvno
. 11/10/2009 12/31/9999 02 02 10 12 TEST-DOT-2010-01 [«]
O”gmal Record 10/26/2009  11/09/2009 02 02 10 12 TEST-DOT-2010-01 [~]
g
Record Changed A6 o

l

Entry

[ 1]or 2

|@ Record changed
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WSD Personnel

Grievance Training Exercise

Copy a Grievance
Activity 3, Page 8
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Close a Grievance

m Close a grievance when you receive documentation
from Human Resources, Attorney General’s Office or
Union Representative indicating it Is:

— Settled

— Withdrawn

— Incorporated into another grievance
— Arbitration decision received*

When an arbitration decision is received the OFM Labor
Relations Division (LRD) will enter the closure data.
Furthermore, LRD will enter case closure data if closure
occurs at any point after elevation to the LRD.

HR .



Steps to Close a Grievance

m Always use the copy function to create a NEW record
when closing a grievance

m Checklist for closing record:

A Change Start date to close date

Q Verify End (To) date is 12/31/9999

a Change Grievance Status to Closed
Q Enter Close Reason

Q Enter Close Date

m Change the original record’s End (To) date to the
same Start date of the closing record

HR 60
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Delete a Grievance Record

Why delete a grievance record?

m Delete a grievance record if it has been created In
error and you need to delete it from the grievance
history.

m This is a permanent action.

WSD Personnel
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Delete a record

D[]/

P 262715

hlacna o)

Find by
= @ Person =)

fHl Collective search help

Select and highlight

12453 Single EIN DOT Test 00268716

| [statpate  [EndDate  [G._|i[Di[ad|ad]ad]ad|ad| G Number
the record to delete HAADi2008 1253119999 02 02 10 12 TEST-DOT-2010-01

EEGroup |8 Permanent
TraSh Can G| M-OT Elig=40hrsiwk  Status  Active
{8 Choose g1/e1 /1800 To 12/31/94999 STy.

|clenti [am arvNo
[+]
— _11!‘1[];'2009 12/31/9998 02 02 10 12 TEST-DOT-2010-01 @

_1[1.!’25!2009 11/09/2009 02 02 10 12 TEST-DOT-2010-01
|| [+]
[~]

(] |[«[r]
Entry 1lof 3

WSD Personnel
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WSD Personnel

Grievance Training Exercise

Close a Grievance (part 1) and
Delete a Grievance (part 2)
Activity 4, Page 10
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Record a Time Extension

m Use this process to record when the parties mutually
agree to a time extension of the grievance.

m Always use the copy function to create a NEW record
to capture a time extension.

m Checklist for recording a time extension:

O Change Start date to date parties mutually agree to time
extension

O Keep grievance step the same as copied record

O Change End Date (To) date grievance advanced or when
time extension ends

O Check Time Extension box

HR o4
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WSD Personnel

Grievance Training Exercise

Record a time extension
Activity 5, Page 12
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Record a Bypassed Step

m Capture when a step Is bypassed in the grievance
process in order to maintain the history

m Checklist for bypass:

O Change the meeting (#M) record’s End (To) date to the date
prior to the date notice of bypass is provided to Union or the
date the parties mutually agree to bypass

a Copy the record you were just working in and only update:

O Grievance status to Bypass

0 Start date to date notice of bypass is provided to Union or the
date the parties mutually agree to bypass

O Add any necessary notes to Maintain Text

66



WSD Personnel

Grievance Training Exercise

Record a bypassed step in the
grievance process
Activity 6, Page 15
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WSD Personnel

Entire bargaining unit files
a grievance or a grievance
Is filed on behalf of a
bargaining unit

Two or more employees
file a grievance together

One employee files
multiple grievances which
are later consolidated

Two or more employees
file similar grievances
which are later consolidated

Group Grievance Types

Grievance Info

Tracking i Contacts i Artic

Suhbtype

Discipline Type
Discipline Reason
Add.Discpl Reasaons

M | Issue

|ﬁ} Discpl Reasons

Group Grievance
Entire BL Grigy,
Other Incorp Griey

Group Griew Pers #s

QEJL | Institutions
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Group Grievance “Must”

= |dentify the employee who
will store the group
grievance data when the
group grievance is one of
the following:

— Entire bargaining unit
files a grievance or a
grievance is filed on behalf
of a bargaining unit

— Two or more employees
file a grievance together

— Two or more employees
file similar grievances
which are later
consolidated

WSD Personnel

Grievance Info

Tracking i Contacts i Artic

Suhbtype
Discipline Type

Discipline Reason
Add.Discpl Reasaons

M | Issue

|ﬁ} Discpl Reasons

Group Grievance
Entire BL Grigy,
Other Incorp Griey

Group Griew Pers #s

QEJL | Institutions
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Create Group Grievances

m A grievance involves an
entire bargaining unit (BU)

Tracking i Contacts i Artic

. Subtype b1 Is5ue
— Enter grievance data as Oisciine Tpe
usual and save s Do Fomene

|# Discpl Reasons

— Go back into the record and
. [+] Group Grievance
On the Grlevan Ce |nf0 tab, Entire EITJ Grigy. 00.J8 | Institutions
Cther Incorp Griey

check Group Grievance
bOX Group Griev Pers #s

— Enter the BU code in Entire
BU Griev. field

70
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Grievance Training Exercise

Create a Group Grievance filed by a
Bargaining Unit
Activity 7, Page 19
HR .
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Create Group Grievances

m A group of employees
file a grievance

Grigvance Info Tracking i Caontacts i Aricle Info -

_ Enter grievance data as  owamemes | i
usual and save 0o R -

— Go back into the record > S o)
and on the Grievan ce :?r;ﬂ;zzr:zfﬂte Institutions Other ¢
Info tab, check Group ™" -

Grievance box

— Enter personnel numbers
of grievants, up to five,
store any others Iin

Hn Maintain Text 72

Group Griev Pers #s 4000766 | RICHARDSOM, ALICIA

= Pers#s |



Grievance Training Exercise

Create a Group Grievance filed by
two or more employees
Activity 8, Page 23
HR .
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Create Group Grievances

m Employee files multiple
grievances and parties

Grievance [nfo

Tracking i Contacts i Article Infi

decide to combine subts o1
Discipline Type Griew
Discipline Reason
— Must SeIeCt and Close Add Discpl Reasons |# Qg .
. Discpl Reasons Qrig |
grievance records you orig
. [v] Group Grievance
InCO rpO ra.te Entire EIFl]J Griev., Institutions Othel
. . Other Incarp Griey 25799-2012-MJ Cost
— In combined grievance,
enter the grlevance Group Griev Pers #s 4000764 | JOHMSON, MELISSA
number in the Other

Incorp Grievance field
(up to five) of those closed
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Grievance Training Exercise

Combine grievances filed by one employee into
a single group grievance
Activity 9, Page 27
HR .
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Grievance Info

Tracking . Contacts | Articl

Create Group Grievances v
Add Discpl Reasons B Bhmiease

. MU|tip|e employees, anquri?vance N
same issue, parties owapore 575 aro:
ag ree to CO m bl n e Group Griev Pers #s 4000765 | CRAIG, DARIEL

— Must select one employee to store the grievance
data of the group grievance

— Close out all grievances except primary

— Record in primary the grievance numbers and
employee personnel numbers from the closed out
records

HR .



Grievance Training Exercise

Combine similar grievances filed by two or
more employees into a single group grievance
Activity 10, Page 31
HR .
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Grievance Tracking Reports

WSD Personnel

78



Grievance Tracking Reports

s Easily view reports on demand via Portal or BEX

= Manipulate data in HRMS or export to Excel

= Customize the type of data you want to view/generate.

= Quickly customize data in the portal to print or export to
Excel

Please keep your data entries current
by the end of each month.

79
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[Enter Agency Name]

Reinforce
Performance Formal Disciplinary Actions
Agency Priority: [High/Medium/Low]

. Analysis:
Outcomes: Disciplinary Action Taken . O]
Employees know how their

Action Type # of Actions = [XXX]
performance contributes to
the goals of the Dismissals [XXX] = [XXX]
organization. Strong Demotions [(XXX] * XXX
performance is rewarded Suspensions [XXX] = XXX
poor performance is Reduction in Pay* [XXX] * [XXX]
eliminated. Successful Total Disciplinary Actions* [XXX] = [XXX]

performance is differentiated

* Reduction in Pay is not currently available as an action in

and strengthened Action Steps: (What, by whom, by when)

B HRMS/BI

Employees are held . [XXX]

accountable, Issues Leading to Disciplinary Action
= [XXX]

Performance Measures = [XXX]

Percent employees with = XXX

current performance . XXX

evaluations
= XXX

Disciplinary actions and . XXX

reasons, disciplinary

grievances/appeals filed = [XXX]

and disposition
(outcomes)

Reward and recognition
practices (TBD)

Data Time Period: [mm/yy] through [mmyy]
Source: [Enter Data Source]

WSD Personnel



Reinforce
Performance

Outcomes:

Employees know how their
performance contributes to
the goals of the

organization. Strong
performance is rewarded
poor performance is
eliminated. Successful
performance is differentiated
and strengthened
Employees are held

accountable,

Performance Measures

Percent employees with
current performance
evaluations

Disciplinary actions and
reasons, disciplinary
grievances/appeals filed
and disposition
(outcomes)

Reward and recognition
practices (TBD)

WSD Personnel

[Enter Agency Name]

Disciplinary Grievances and Appeals

Agency Priority: [High/Medium/Low]

Disciplinary Grievances
(Represented Employees)

18

16

14

12 [DOUBLE CLICK CHART TO ENTER

10 AGENCY DATA]

8

ﬁ“

4.

2..

0 1 . .
5 5 5 5 5 5 8 8 38 8

=3 [-% o > o c Y [ =

2 2 &8 3 8§ 8 & 8§ 2

Total # Disciplinary Grievances Filed: [XX]

May-08

Jun-08

Disciplinary Appeals
(Non-Represented Employees
filed with Personnel Resources Board)

[XX] Dismissal

[XX] Demotion

[XX] Suspension

[XX] Reduction in salary

[XX] Total Disciplinary Appeals Filed with PRB

There is no one-to-cne correlation between the filings shown above and the outcomes displayed in the charts below. The
time lag between filing date and when a decision is rendered can cross the time periods indicated,

* [XXX]
* [XXX]
= [XXX]
* [XXX]
" XXX
* [XXX]
* XXX

Disposition (Outcomes) of Disciplinary Grievances

Disposition (Outcomes) of Disciplinary Appeals*
Withdrawn

17%

Afirmed
16%

Remanded

0
17%| " (sAMPLE DATA ONLY, DOUBLE
CLICK CHART TO ENTER AGENCY
DATA]

Reversed

16%

Dismissed
17%

Modifed
17%

*Outcomes issued by Personnel Resources Board

Data Time Period: [mm/yy] through [mmdyy]
Source: [Enter Data Source]

16
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Grievance Tracking Reports

Types of Reports available via Portal or BEX:

m Grievance Detalls Report

m Grievance Master Agreement Report
m Grievance Totals by Agency Report
m Grievance Articles Trend Report

m Grievance Detail Agency Report

m Grievance History Report

WSD Personne I
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WSD Personnel

Grievance Training
Walk Through Activity

Running the Grievance Detalls
Report via the Portal
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Grievance Reports

Complete grievance
reporting
— instruction is
—— available on the
e OLOR at:
= — 3 http://hr.wa.gov/payroll/HR
= — MS/OnLineQuickReference/
fF —— — Pages/Grievancelnformatio
——— n.aspx

84
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http://hr.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/GrievanceInformation.aspx
http://hr.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/GrievanceInformation.aspx
http://hr.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/GrievanceInformation.aspx
http://hr.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/GrievanceInformation.aspx

Course Objectives

m Upon completion of this course, you will
be able to:

— Explain the roles used in the Grievance
Tracking System

— Perform the required steps to administer a
Grievance within the Grievance Tracking
System

— Track, report, and analyze grievance data
— Take away all grievance resource materials

HR a5
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Resources

m Enterprise Technology = Contact your Agency
Solutions Center, (360) helpdesk to obtain a
407-9100 ogon id and

® HRMS End User site: PEISSIANE Yol [lRbis
http://hr.wa.gov/payrol/HRMS/HRMSSu _ICM or tO requeSt a

pport/Pages/default.aspx OaSSWOFd Change

= The On-Line Quick m Grievance Reportin
Reference: . P J
http://hr.wa.gov/payroll/HRMS/OnLineQu I nStrU CthnS
ickReference/Pages/Grievancelnformatio http://hr.wa.gov/payroll/HRMS/OnLin
n.aspx eQuickReference/Pages/Grievanceln

formation.aspx
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http://hr.wa.gov/payroll/HRMS/HRMSSupport/Pages/default.aspx
http://hr.wa.gov/payroll/HRMS/HRMSSupport/Pages/default.aspx
http://hr.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/GrievanceInformation.aspx
http://hr.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/GrievanceInformation.aspx
http://hr.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/GrievanceInformation.aspx
http://hr.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/GrievanceInformation.aspx
http://hr.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/GrievanceInformation.aspx
http://hr.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/GrievanceInformation.aspx

Question and Answer
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Training Evaluation

To recelive credit for
this course please
complete the course
evaluation and
participant
assessment prior to
leaving.

Thank you for your participation!

WSD Personnel
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